EDINBURGH INTERNATIONAL SCIENCE FESTIVAL

JOB DESCRIPTION TEMPLATE

	1. JOB IDENTIFICATION

	Job Title: Personal Assistant ( to the Directors)
Responsible to : Fiona Logue, Business Director
Last Update : June 2011



	2.  JOB PURPOSE

	This should be an accurate, concise statement in one sentence or paragraph of why the job exists. It should give an immediate insight into the job and the context within which it works and should reflect the uniqueness of the jobs contribution.
To support the Directors in the delivery and development of their roles allowing them to drive the business with maximum efficiency.
To provide assistance to the Festival Director, Deputy Festival Director and Business Director.



	3. DIMENSIONS

	To reflect the size, scope and activity of the role
To include:

· To support three Directors with the implementation of their tasks
· To co-ordinate their role with approx 12 permanent staff and up to 200 temporary staff at various times


	4.  ORGANISATIONAL POSITION

	



	5.   KEY RESULT AREAS

	One of the most important sections. What are the key outputs of the job. Would expect to see no more than 5/6 here as they should be quite focussed. These should not change year on year – but the objectives lined to them will eg -

· To ensure accurate and clear communication between Directors, internal team and external contacts
· To support the Directors to ensure the effective use of their time 
· To maintain and develop systems that will improve the efficiency of the organisation

· To co-ordinate and mange meetings and events 

· To maintain organisational files




	6.  MAIN TASKS

	Could be up to 20/30. This is almost like a process/project plan of how you deliver your job. Tasks could be listed in order of what you have to do with other general ones at the end.
· Plan, arrange and co-ordinate meetings, internal and external
· Organise cost effective travel and accommodation 

· Prepare papers for and file papers from meetings
· Undertake various administrative projects

· Maintain and update the corporate section of the organisational workplan

· Log and follow up actions from management team meetings

· Prepare and distribute reports

· Maintain corporate contact and mailing lists

· Co-ordinate the production and distribution of Board Papers
· Cary out on-line research for Directors’ projects

· Support the organisation at marketing and fundraising events eg Science and the Parliament, conferences etc

· Maintain staff handbook, ensuring up-to-date and available

· Maintain festival hosting/hospitality calendar 

· Support the team at key times – eg invitation and brochure mailings

· Co-ordinate with the Finance Manager/Assistant on office management

· Develop and manage own workplan




	7.  COMMUNICATIONS AND RELATIONSHIPS

	Should list external and internal people organisations you need to deal with to deliver your objectives:
All internal staff, permanent, temporary and contractors

Board members

Staff in other Edinburgh Festivals

Staff in partner organisations – venue, programming and funding partners

External suppliers
Participants and Partners in our Abu Dhabi project



	8.  KNOWLEDGE, TRAINING, EXPERIENCE and TECHNICAL SKILLS REQUIRED 

	Essential

Good IT skills – Word, Excel, Powerpoint and Access skills essential

Ability to manage senior colleagues, prioritise workload and work on several projects simultaneously

Excellent organisation skills and great attention to detail
Desirable 
Knowledge of MS project 
Qualification in a science subject/s
Preferable

Experience in a similar role 

Event management experience



	10.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each jobholder to whom the job description applies.

 Job Holder’s Signature:

 Head of Department Signature:


	Date:
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